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Glossary 
 
 

Above the fold A term used to define the importance of 
a story. When most papers of quality 
were broardsheet, 22inches, 560mm or 
more high, they were folded in half. The 
top of the front page was what was on 
display so “above the fold” meant the 
story was important enough to motivate 
people to buy that edition. Most papers 
are now tabloid size, 430mm high.  

Admin Console:  The area in the site that contains the 
tools that allows editing of the website. 

Administrator The person who has the authority from 
Toastmasters International to access 
and edit the club website. 

 
ADSL  A digital internet connection where the 

upload speed is slower than the 
download speed. Most of us has an 
ADSL connection. At the moment Telstra 
is “rolling out” ADSL2. This will offer 
faster upload and download speeds. 

 
AltaVista One of the early search engines in the 

internet. 
 
Bandwidth A measure of how much and how fast 

your internet connection can load or 
download information. For example a full 
page of text is about 16 000 bits of 
information. A modem usually handles at 
least 57 000 bits per second. Your 
bandwidth is usually measures in bps or 
bits per second.   

 
Blog This name is derived from weB-LOG. It 

is a diary or journal that is kept on the 
internet. It is designed for people with 
lower levels of technical skills. Face 
book is an organized BLOG. 
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Broadband Broadband generally refers to a 

connection with greater bandwidth (see 
above). That means that it will work 
faster when you are updating your 
website edits. Any ADSL is considered 
Broadband. 

 
bps  Bits per second is a measurement of the 

speed that data is moved. (see 
bandwidth)  

 
Club Name The name by which your club is known 

at Toastmasters International, in other 
words your official club name. 

 
Club Number Your official Toastmasters International 

club number given to your club when it 
chartered. 

 
“code” The in name for writing the language or 

the program that actually drives the 
functioning of a computer… see HTML 

 
Copy Originally, the words and layout that 

made up a story designed for a 
newspaper; now any collective words for 
publication in any media. It was derived 
from “Carbon Copy” 

 
Domain The name of the location, usually a 

company, where websites are stored.  
 
Domain Name:  This is the unique address of an internet 

site. So “compass” is the unique part  
and “.toastmastersclubs.org” is the 
domain name. 

 
Email  Shortened from electronic mail.  

Unlike normal mail, email can be sent to 
numerous addresses simultaneously 

  
Fire Wall This is software that protects your 



	  

	   3	  

computer from viruses or Trojans. This 
program stops malware from entering 
and taking over your computer and 
stealing your data.  

 
Floater Message  This is the message that appears at the 

top of your website’s home page.  As 
you scroll down the message will 
continue to scroll down with the screen, 
maintaining at the top of the web 
browser window. 

Focal Point The point in a photograph that is the 
main point of interest.  

Font This is a group of designed letters of a 
certain style and size. Font is sometimes 
confused with Type Style. A type style is 
a design, such as Helvetica. If you add a 
size, such as 12 point, then 12 point 
Helvetica becomes a font. This type is 
laid out in 12pt Helvetica. 

FTH Acronym for Free Toast Host, the 
Toastmasters site where administrators 
go to obtain a site and get information 

Google Most used search engine. In 2010 
Google had 84% of web search traffic. 
The word google has become a verb 
that implies to search for something on 
the web, as in “I’ll google him” now 
means I’ll find something out  about him.  

Home Page  The page of your website which visitors 
to the site will see first. 

HTML A acronym for Hyper Text Markup 
Language. This is the main language in 
which web pages are written. It is written 
in groups of instructions and information 
that are enclosed in elements such as 
tags. These are identified by the square 
brackets,  < h1 > that define them.  

Hyperlink A word or other icon on your website 
that takes you to another site to give you 
more information. 
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internet Connect two computers together and 
you have an internet whether they be 
beside each other or separated by a 
continent. 

 
Internet  Internet (with a capital I) is a vast 

collection of internets. Starting in the 
1960s it now uses the controlling system 
of the www. 

 
JPEG  Joint Photographic Experts Group or 

JPEG is the most commonly used format 
for photographs are converted to before 
being loaded on to a website. 

 
Login There are two meanings for login. The 

first is the verb where you actually 
electronically enter a site. The other is 
the account name or username, you use 
to as your personal identification 
passport to the site. This is not to be 
confused with password. 

 
Marked Up The process of nominating or creating 

headlines, sub-headlines and body copy 
and specifying the typeface or font that it 
will be set, or published. 

 
Member Member in this document means a 

member of a Toastmasters club and 
therefore a member of Toastmasters 
International. 

 
Netscape  An early search engine or browser  
 
Password Your password is your secret 

(supposedly) code to complete a login. A 
good password will have a combination 
of letters (upper and lower case) and 
numbers and symbols. But remember 
that if you cannot remember your 
password you cannot access the site.  
57&(fred)%love_my-dog may be a 
great password but will you remember 
it? 
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PDF Portable Document File… this file type 
was originally developed by Adobe and 
has the advantage of be able to be 
opened by any computer with any 
operating system. It has the added 
advantage of generating a smaller file 
size which is great for emails. Some 
people you send documents to may not 
have the latest programs that will open a  
.docx program. The safest method if you 
do not want to use PDF,  is a  .doc. 
Windows and Mac have no problems 
with this format. 

 
Permissions The set of rules that in combination with 

your username and password, allows 
you access to a level in a site. Foe 
example, a casual visitor to a site may 
have “permission” to see the first 3 
pages, a member with a username and 
password, can access a deeperlevel of 
the site and an administrator, can 
access and change information at a 
deeper level 

 
Point  The measure by which type is defined in 

size. A point (pt) is usually defined as 
1/72 of an inch or about .35mm. This 
type is laid out in 12 pt. There are 12 
points to a pica  

 
 
Portal The entrance to a web site or group of 

sites is called a portal. It is mainly used 
when referring to catalogue sites like 
Harvey Norman or Myer. Some sources 
say it was originally derived from “Point 
of Entry”. 

 
Proof See “pull” 
 
Protocol This is the internet term for “rules” that 

define what format will be used to 
communicate between systems or 
computers. For example in the beginning 
of a web address there may be a http// 
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that means this is the rules I am 
following when I send them so please 
use these protocols. 

 
Pull A page printed from a metal plate for 

checking of mechanical faults or spelling 
mistakes. This is the last chance before 
printing plates are made to print the final 
product. Also referred to as a proof 

 
Px Abbreviation for Pixel. An image on a 

monitor is made up of small points of 
light. These are called pixels 

 
 
Search Engine A system for searching the information 

available on the www. Google has 
become to the largest search engine. 

 
Serif/sans-serif The difference between these two 

groups of fonts is that the serif group 
have small feet, or extensions on the 
straight components of the letter such as 
the bottom if an i. Sans-serif, is derived 
from the French, “sans” meaning 
without, that means without the serifs on 
the letters. 

 
Server A computer that provides a service for a 

client. Like giving them access to the 
Internet. 
This doesn’t have to be away from your 
physical site. Many companies have 
servers to service the computers in their 
office. Many small and large companies 
keep their main software on a single 
computer or server and this provides 
service for the computers around the 
business. 

 
 
Service Provider The company that physically and 

electronically controls your access to the 
Internet. In Australia for example there is 
Telstra, Optus, Dodo, TPG etc. 
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Spam  Unwanted emails including many from 

dubious sources. Usually sent to a large 
number of people whose email 
addresses have been inappropriately 
harvested (phished) from the web. 

 
Style The editable area in your editor that 

allows the type to be coloured, 
underlined etc 

 
Subeditor The person charged with correcting and 

changing a journalist’s work before 
passing it on to an editor for approval 
before publication. 

 
Template A pre designed web site (or any 

document) where information is inserted 
into a predetermined layout. 

 
Traffic The number of people who enter your 

site. Traffic statistics are a very 
important to commercial sites 

 
Type Face  (see Font) 
 

 

URL Acronym for “uniform resource locator” – 
a technical name for web address.  

 
Username The name you use to be recognized by a 

site. It does not have to be your name, in 
most cases it is not, that would make it 
too easy for hackers. A username in 
combination with a password is your key 
to access a site. 

 
Virus A virus is computer programming code 

that makes copies of itself. Some do 
more than replicate themselves. 
Some may display messages or delete 
files in your computer. They attach to 
other programs and can in a worst case 
electronically lobotomize your computer. 

 



	  

	   8	  

Web Short for the World Wide Web is the way 
networks and the internet communicate 
with one another. The language(s) used 
are called protocol and the most 
common is HTTP. 

 
w.w.w.  An acronym for World Wide Web 
 
Website A collection of web pages. Typically all 

the of pages in a web site share the 
same URL.  

 
Website Alias This is the name which will form part of 

your club’s website URL, in place of the 
club number, e.g. in 
http://compass.toastmastersclubs.org 
“compass” is the website alias.  Without 
the alias the URL would be 
http://7893.toastmastersclubs.org.  You 
should set the alias to be your club 
name, all in lowercase, with no spaces 
or unusual characters.  Keep the alias to 
numbers and lowercase letters only. 

W.I.S.I.W.I.G. WISIWIG  usually applies to an editor or 
some where you put information into a 
website. It literally means “what you see 
is what you get . That means that if you 
are entering copy, how you put it in is 
how it will appear in the finished page. It 
save you having to write code to control 
what the headings and spacing will look 
like. It does all this under the hood 
programming for you.  

Worm A worm is a virus that does not infect 
other programs. It makes copies of itself, 
and infects additional computers 
(typically by making use of network 
connections) but does not attach itself to 
additional programs; however a worm 
might alter, install, or destroy files and 
programs. 

 
Yahoo A long running search engine. 
	  


